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I. INTRODUCTION: 

Office of International and Tribal Affairs 
American Indian Environmental Office 

Supervisory Program Analyst, GS-0343-1 5 

This position is located in EPA's Office oflntemational and Tribal Affairs (OITA), American 
Indian Environmental Office (AIEO). 

The American Indian Environmental Office leads EP A's efforts to protect human health and the 
environment of federally recognized Tribes by supporting implementation of federal 
environmental laws consistent with the federal trust responsibility, the government-to
government relationship, and EP A's 1984 Indian Policy. 

II. MAJOR DUTIES AND RESPONSIBILITIES: 

This position serves as the Deputy Office Director of the American Indian Environmental Office. 
As such, the Deputy exercises full authority in the absence of Office Director, serving as the 
"alter ego" of the Director. 

The incumbent provides leadership support to the Office Director, the Deputy Assistant 
Administrator, the Assistant Administrator, and other OITA managers on Tribal programs. A 
primary task is to ensure the office maintains current, up-to-date environmental, cultural , 
political, and economic information for use in developing and assessing Agency programs and 
policies in Indian Country. This information includes extensive knowledge of specific 
government organizations, officials in power, political parties, non-governmental organizations, 
negotiating positions, activities, and policies. 

Major Functions 

1. The incumbent is responsible for high-profile program issues of national significance. Takes 
leadership responsibility for some of the more complex, controversial, and sensitive Indian 
Country strategy issues. Provides authoritative interpretation and technical advice to senior 
U.S. Government or Agency officials and OITA staff. 

2. The incumbent serves as a member of the senior management team, which is composed of all 
OITA supervisors, Office Directors, Deputy Office Directors, the Deputy Assistant 
Administrator, and the Assistant Administrator. The management team is responsible for 
discussing issues, establishing priorities, strategic planning, soliciting advice, and resolving 
conflicts. The incumbent is an active participant in the day-to-day negotiations and decision
making of the office. As a member of the senior management team, the incumbent meets 
regularly with the rest of its members to discuss and make decisions on a wide variety of 
management issues such as strategic planning and environmental results, budget, staffing and 



workload, streamlining, and the formation of multi-disciplinary and cross-office teams, 
including their composition. 

3. Exercises supervisory responsibilities over staff members. Makes assignments and determines 
responsibilities, evaluates employee performance, recommends appropriate incentives, 
initiates corrective actions, keeps employees informed of management and personnel policies, 
and counsels employees regarding benefits, salaries, and the status of requirements of federal 
civil servants. Exercises continuing responsibility to effectively support the Equal 
Employment Opportunity Affirmative Action Plan. Responsible for communicating this 
support to subordinates and taking positive actions which will motivate and furnish 
opportunity to all personnel in training, reassignments, details, and other actions which 
prepare employees for advancement. Is objective in appraising employees' qualifications and 
performance in selections for in-hiring, promotion and awards. 

4. Assists the Office Director in ensuring that administrative and financial management activities 
comply with the Federal Managers' Financial Integrity Act (FMFIA) and do not create 
opportunity for waste, fraud, and/or abuse. 

5. Provides technical management direction to staff who have contract and grant responsibility, 
ensuring Agency policies and federal regulations are followed. Ensures that inherently 
governmental functions are not performed by outside entities through contracts or grants; 
reviews and updates control measures for contractors and grantees, identifying any actual, 
potential, or apparent conflicts of interest; takes the appropriate action to avoid, nullify, or 
mitigate situations where a conflict of interest might occur, identifies questionable extramural 
activities and immediately brings those to the attention of the appropriate official. Ensures 
alignment of extramural activities with EPA's and OITA ' s strategic priorities and focus on 
environmental results. 

6. Ensures effective communication and integration of work efforts with outside organizations, 
oversees the development and implementation of program plans, communicates program 
goals, policies and priorities to employees, ensures proper coordination among OITA staff and 
other organizational units, makes technical and programmatic recommendations regarding the 
work, and participates in strategic planning and Agency workgroup efforts. As the DOD, the 
incumbent oversees complex projects managed by individual staff members or teams to ensure 
the accomplishment of results in a timely fashion. 

7. Represents the Deputy Assistant Administrator and/or Office Director, as appropriate, making 
presentations and communicating complex and/or controversial issues to senior officials. 

8. Provides policy and programmatic expertise which affects OITA's development of major 
aspects of key Agency scientific, health, legal, administrative, regulatory, policy, or 
comparable highly technical programs, as well as the institutional knowledge concerning 
relevant international organizations and programs. 



Extramural Resources Management Duties Checklist 
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Employee Information Percentage of Time Spent on Extramural Resources 
Management 

Name _[~n_e_w_r_e_c_ru_i"""t] ____________ X __ This position has no extramural resources 

Position Number 

Title Deputy Director. AIEO 

Series/Grade Gs-034 3-1 5 

n~~n.~g~ment re~R~nsibi li ties . 

__ T otat extramural resources management duties 

o._ccupy tess th_an 25% gJ time 

_ _ Total extramural resources management duties 
occupy 25% to 50% of time. These duties are 
indica ted below and described in the position 
description. 

~~~~~~~~~~~~~~~~ 

__ Total extramural resources management duties 
occupy more than 50% of time. These duties are 
indicated below and described in the position 
description 

Organization EAOOOOOO 

position description , the following signatures are required: 

Supervisor 's Signature -=:+==::i~~~~~&::;L-=-...._ ___ _ Date f {. · {, 
I ~~rso!1ne l Special ist's 

I 

Part 1. Contr~cts Manag~_ment Duties 

Pre-award: 
Plans Procurements 
Estimates Costs 
Obtains funding comrrnttrnents 
Prepares procurement requests 
Writes statements of work 
Reviews statements of work 
Processes unsolicited proposals 
Responds to pre-award inquiries 
Participates in pre-award conferences 
Conducts technical evaluation of proposals 
Participates in debnef1ngtprolests 
Other (lists) 

! Post-award : 
Prepares delivery orders 
Reviews contractor work plans 
Reviews contractor progress reports 
Monitors government-furnished property 
Monitors cost. management. and overall technical 
performance of contracl after award 

__ Monitors management and performance of 

d_§J1very ord§lrs/work a_ssig~ments afl~r a_ward 
__ Defines scope of work for work assignments 
_ _ Approves payment requests of ACH drawdowns 
__ Manages cost-reimbursement contracts 

Reviews invoices 
__ Inspects and accepts deliverables 
__ Other (list) 

Close-out: 
Writes reports on contractor performance, costs. 
and tasks performed 
Reconciles payments with work performance 

__ Closes-out payments 
Performs cost accounting 

_ _ Provides assistance lo Contracting Officer in 

settling claims 
__ Other (list) 

Percentage of Time Spent on Contracts Management 

0 % 
Continue( 



Part 2. Grants/Cooperative Awee111ents Duties 

Pre-application/ AppiTcat ion: 
Prepares sgl1citation for pr9posals 
Identifies potential grantees for area of program 
emphasis 
Makes initial determinations (whether pro1ect is 
pros;u!:._ement or assis~anc~. !Yl1eth~ ageng _!l_as 
le_g_§ll au!!Jo_rjty, whethe£_ C!P.Qlicantj~ eligible, _ 
whether funding is available. etc.) 
Provides administrative information to applicants 
Determines appropnateness of applicant's 
workplan/activit1eslbudget and compliance with 
regulations and guidelines and negotiates changes 

with applicant 
Assists applican t in resolving issues in application 

--For cooperative agreement, determines substantial 
--Federal involvement and develops a condition for 

agreement 
Negotiales level of funding 

--Conducts site visits to evaluate program capability 
- -SeNes as resource to Selection Panel 

Informs applicants of funding decisions 
==Other (list) 

Award : 
Prepares funding package. including Decision 

--Memorandum 
Obtains concurrences/approvals 

--Reviews/concurs 1n completed document 
--Establishes project file 
==Other (fist) 

Project Management/Administration: 
Monitors recipient's activities and progress 

==Reviews reports and deliverables and not1f1es 
recipient of comments 

__ Provides lechnical assistance to recipients 

Part 3. lnteragency Agreements Duties 

Pre-Agreement: 
Plans and negotiates work effort 

--Estimates costs 
--Obtains funding commitments 
--Prepares commitment notice 
--Writes or reviews scope of work 
--Responds to pre-agreement inquiries 
--Participates in pre-agreement conferences 
--Coordinates with appropriate staff in developing 
--lndependenl Government Cost Estimates (IGEs) 

Negotiates and ensures execution of Superfund 
--Slate Contracts (Superfund only) 

Performs technical evaluation of work plan and 
--budget 
__ Prepares runding package and obtains necessary 

concurrences 
__ Olher (list) 

Projec t ManagemenUAdministration: 
__ Reviews progress reports/financial reports 

Advises Grants rvlanaqement Office of potential 
_ pro91~r1s/is_~l:l_e? 
__ Participates in dec1s1ons/actions to ensure 

~uccessful prpJ~ct completion and in dec1si_~>ns to 
impose sanctions 
Approves payments requests or ACH drawdowns 
Reviews requests for modifications. additional 
funding, etc~n9 makes recommend_9~ons to 
~rants Mana~m~nt Office 
Negotiates amendments 
Reviews Cost/Price/Analysis for recipient 
contracts/change orders (Superfund only) 
When necessary, recommends termination of the 
. agr_eement _ 

__ Resolves wtlh Grants Management Office 
administrative and financial issues 
Conducts periodic reviews to ensure compliance 

--with agreement 
__ Other (list) 

Close-out: 
Cert1f1es deliverables were satisfactory and timely 

- -Provides assistance to recipients and Grants 
--Management Office lo ensure timely close-out 

Reconciles payment with work performed 
--Notifies recipient of close-out requirements 
- Obtains legal assistance 1f necessary to resolve 

incomplete close-out 
If project is audited, responds to issues and ensures 

--recipient complies with audit recommendations 
__ Other {list) 

Percentage of Time Spent on Grants/Cooperative 
Agreements Management 

% ---"""'----

Monitors cost management and overall technical 
--performance 

Participates 1n decisions about prOJeCl 
- - modification/termination 

Conducts periodic review of Superfund Stale 
--Contracts payments receipts (Superfund only) 

Inspects and accepts deliverables 
==Other (list) 

Close-out : 
Reviews final report 

--Decides on disbursement of equipment 
--Reconciles payments wilh work performed 
--Reviews Superfund Slate Contracts to ensure full 

reimbursement (Superrund only) 
Certifies deliverables 

--Resolves close-out issues with Grants Management 
- - Office/other agency 
__ Other {hst) 

Percentage of Time Spent on lnleragency Agreements 
Management: 

% 




